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Objective: * Communicate the details of the changeover from thermal printed coupons/ 
- VPRs to preprinted coupons/VPRs 


* Communicate the procedures for initial order of preprinted coupons/VPRs to 
Field Sales l 


Purpose. * Prepare for rollout of IBM 755 laptop to Retail Reps and 
elimination of the thermal coupon printer. 


The national rollout of the IBM 760 laptop to Sales Representatives and the IBM 755 laptop to the Retail 
Rep is planned to begin December 8, 1997. New IBM 760 laptops will be issued to Sales Reps and all 
IBM 755 laptops will be collected and redistributed to Retail Reps. It will be necessary for Retail Reps to 
return their Poget, including the thermal coupon printer as they receive their new 755 laptop. 


Based on current time lines, the rollout to Sales Reps and Retail Reps should be completed by the end of 
the first quarter 1998. Due to manufacturing and order/delivery lag time of preprinted coupons/VPRs it is 
necessary to begin the transition to preprinted stock. 


initial Order Guidelines for Preprinted Pack Coupons/VPRs 


e Although 15 cent denomination coupons are available, these should be used on a limited basis or 
restricted due to coupon redemption cost. The 15 cent coupons are cost prohibitive. 


* Keep in mind, the placement of coupons Is the last resort in discounting our product at retail. The 


direction is to limit the placement of coupons. Preprinted coupons are required due to the 


conversion of Retail Representatives to the laptop computers. 


* All Field Sales employees (Retail Reps, Territory Reps, Cigarette Outlet Specialists, Military Duty 
Free Specialists, Coupon Specialists) currently using thermal coupon printers determine coupon/VPR 
denomination needs. l 


+ CPN/VPR order guide (attachment |) has a suggested amount of SKUs by denomination. These 
suggested amounts are based upon the national use average rates over a three-month period. While 
regional differences do occur, they were not significant enough to generate market specific suggested 
orders, 


+ The suggested order quantities may be adjusted downward based on current preprinted 
coupon/VPR stock on hand or by denomination not required. The suggested order quantities 
should not be exceeded on the initial order to ensure availability to all field personnel, 


ZVSE EPSTS 


* Once an individual total order is completed on the CPN/VPR order guide (attachment |), it should be 
forwarded to the ROU, 








+ ROU enters material requests for territory via function “POS” in SMS. Same function should be used 


for changes/updates. ROU must ensure addresses of “ship-to” points are current. 


* Prior to the coupon release and shipment, quantities will be reviewed in Winston-Salem. Any 
excessive order quantities will be returned to the appropriate ROUS for review. 


The Following Timetable Outlines Key Dates in This Process: 


10/6/97 - 10/24/97 Individuals currently using thermal printers, complete CPN/VPR order 
guide (attachment J) 


10/24/97 Due date for order guide information to arrive at ROU. 

10/20/97 - 11/6/97 System model open for ROU material request at assignment level 
(ROU). Refer to function “POS" in SMS to place assignment request. 

11/7/97 Orders finalized at national level for initial preprinted coupon/VPR 
shipment. ROU CANNOT MAKE ANY CHANGES TO QUANTITIES 
OR SHIP TO ADDRESS. 

12/8/97 - 12/19/97 Preprinted Coupons/VPRs arrive in Field. 


Going Forward 


+ Once an individual receives their preprinted CPNs/VPRs, they should continue to use the thermal 
coupon printer until either of the following takes place: 


1) They receive a new IBM 755 laptop. 
2) They deplete their on-hand supply of thermal coupon or VPR printer stock down to four (4) rolls. 
At this time, begin using preprinted coupons/VPRs, 


¢ These four roils will act as a back-up during the transition up until a new 755 laptop Is received and 
thermal coupon printer is turned in. 


+ The period of time when both printed and preprinted coupons/VPRs are available will serve two major 
purposes: 


1) To deplete the on-hand inventory of thermal printer stock and the costs associated with that 
inventory. 


2) Act as a "back-up" through the transition in regards to the pre-planning associated with ordering 
pre-printed coupons/VPRs. l 


e Management should review current ROU ordering procedures to ensure a clear understanding of the 
time associated with ordering preprinted coupons/VPRs. 


NOTE: It takes approximately two weeks from the time the order is placed in the ROU until they are 
received. 


Program Contact: Tim Swoope, extension #5503 
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R. J. REYNOLDS TOBACCO COMPANY 
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